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Ohio Student 
Government 
Summit Planning  
A  detailed  manual  and  guide  to  planning  OSGS  
  
This  paper  will  detail  the  process  of  planning  this  event  such  as  organizing  the  logistics,  
developing  content  and  materials,  maintaining  a  budget,  and  running  an  effective  planning  
committee.  It  will  also  address  the  objectives  of  the  Ohio  Student  Government  Summit  and  
how  to  implement  those  objectives  into  the  content  of  the  event.  
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Summary 
The  purpose  of  the  Ohio  Student  Government  Summit  is  to  bring  student  governments  of  various  Ohio  
universities  and  colleges  together  for  an  open  and  candid  discussion  about  issues  their  respective  
schools  face,  what  role  they  play  in  facing  those  issues,  and  how  they  can  help  resolve  those  issues  to  
create  a  better  campus  environment  for  our  student  bodies.  The  structure  of  the  event  includes  a  
keynote  speaker,  breakout  sessions,  lunch,  and  a  round  table  discussion.  The  planning  of  this  event  
includes:  organizing  the  logistics,  developing  content  and  materials  for  each  portion,  maintaining  a  
budget,  and  running  an  effective  planning  committee.  
The  goal  of  this  event  is  to  connect  student  governments  across  the  state  of  Ohio.  It  allows  different  
universities  and  colleges,  who  otherwise  would  not  meet,  the  opportunity  to  come  together  and  discuss  
relevant  issues,  to  trade  tips  and  tricks,  and  the  ability  to  network.  While  valuable  professional  
experience  would  be  gained  during  the  planning  this  event,  the  actual  summit  will  provide  many  
students  with  educational  and  life  experiences  that  they  will  take  with  them  further  than  their  next  
student  government  meeting.  
This  formal  document  has  been  put  together  at  the  completion  of  the  project  to  document  what  was  
done  throughout  the  planning  of  the  event  and  the  outcome  of  the  event.  Data  has  been  collected  from  
the  summit  attendees  through  a  pre-­‐‑  and  post-­‐‑event  survey  to  determine  the  success  of  the  event,  what  
portions  worked  well,  and  what  aspects  need  work.  The  following  document  details  the  research  prior  
to  the  event,  method  of  planning  the  event,  results  of  the  event  objectives,  and  discussion  of  event  
improvements  that  culminates  into  a  planning  guide  with  supporting  documentation  from  the  event.  
Research 
Meetings  and  conferences  are  events  that  serve  a  particular  purpose  to  a  group  of  people.  Event  
planning  is  a  long  and  multi-­‐‑faceted  process  where  many  details  can  be  overlooked.  It  is  important  to  
be  aware  of  all  the  different  components  and  details  that  go  into  an  event  before  the  planning  process  
begins,  in  order  to  plan  a  successful  event.  
Kilkenny  (2006),  Dowson  (2015),  and  Somerville  (1995)  explored  three  different  methods  for  planning  
an  event.  Kilkenny  (2006)  gives  a  general  overview  of  what  should  happen  before  an  event,  Dowson  
(2015)  details  a  planning  model  that  breaks  down  the  planning  process  into  phases,  and  Somerville  
(1995)  explains  all  the  different  task-­‐‑oriented  lists  an  event  planner  should  make  for  themselves.  In  
order  to  have  a  successful  event,  there  needs  to  be  attendees  and  those  attendees  need  to  be  interested  
in  what  the  event  has  to  offer  them.    Martensen  (2007)  and  Close  (2009)  explore  how  a  potential  
participant’s  emotions,  attitude,  and  self-­‐‑congruity  influence  their  interest  in  attending  the  event.  
Nicholson  (2010)  details  why  social  media  and  technology  should  be  used  to  engage  potential  event  
attendees.  
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Kilkenny’s  (2006)  approach  consists  of  six  sections:  define  your  purpose,  have  planning  sessions,  create  
your  budget,  market  your  event,  and  debrief.  Defining  your  purpose  is  meant  to  give  the  event  
direction  and  can  be  referenced  back  to  when  making  decisions  later  on  in  the  planning  process.  
Planning  sessions  are  when  goals  and  objectives  are  set,  tasks  and  responsibilities  are  assigned,  and  
timelines  and  checklists  are  created.  Budgets  need  to  remain  realistic,  accurate,  and  in  line  with  the  
event’s  financial  goals.  
In  order  to  successfully  market  the  event,  future  attendees  and  registered  attendees  need  to  be  able  to  
communicate  with  the  event  staff.  This  can  be  achieved  through  frequent  e-­‐‑mails,  social  media,  and  
various  other  communication  platforms.  Once  the  event’s  target  audience  has  been  clearly  defined,  the  
developed  marketing  can  directly  target  that  population.  The  debrief  after  the  event  is  used  to  go  over  
what  went  wrong  and  what  went  well  during  the  event.  The  question,  “What  can  be  improved  for  next  
year?”  is  frequently  posed  during  a  debrief  meeting.  
Dowson  (2015)  created  the  “Dowson  and  Bassett  Planning  Model,”  which  breaks  the  planning  process  
into  three  phases:  preparation,  detailed  planning,  and  post  event.  The  preparation  phase  is  meant  to  
prepare  the  event  planner  and  event  planning  team  for  the  future.  Aspects  in  this  phase  include:  
defining  the  event  concept,  determining  the  budget,  establishing  the  objectives  of  the  event,  mapping  
the  major  stakeholders,  preparing  the  bid  proposal,  and  studying  the  event  feasibility.    
The  detailed  planning  phase  is  filled  with  planning  activities  and  tasks  that  need  to  be  completed  prior  
to  the  day  of  the  event.  These  tasks  include:  selecting  the  event  location,  planning  the  program,  creating  
the  site  plan  and  logistics  plan,  recruiting  the  event  team,  contracting  suppliers,  creating  a  promotional  
plan,  and  planning  the  finances.  The  post  event  phase  helps  make  planning  future  events  easier.  
Components  of  this  phase  include:  distributing  evaluations,  holding  a  debrief  meeting,  and  following  
up  with  event  attendees.  
The  purpose  of  Somerville  (1995)  explaining  how  to  plan  an  event  was  to  help  reduce  the  stress  of  the  
event  planning  process  as  well  as  to  help  event  planners  feel  prepared  to  predict  any  issues  that  may  
arise  during  the  event  planning  or  on  the  day  of  the  event.    
To  start,  the  framework  of  the  event  needs  to  be  thoroughly  discussed.  It  is  important  to  understand  
the  client’s  wants,  needs,  and  expectations  in  order  to  create  a  checklist  of  tasks  and  assign  
responsibilities.  From  these  expectations,  the  events  team  can  then  start  brainstorming  potential  
problems  with  what  the  client  wants  and  how  those  problems  can  be  solved  should  they  arise.    
In  order  to  fully  prepare  for  the  day  of  the  event,  there  needs  to  be  a  tight  script  prepared.  The  script  
should  include  the  framework  of  the  event  as  well  as  a  timetable  or  schedule  describing  where  
everyone  involved  in  the  event  should  be  at  any  given  time.  The  events  team  and  major  participants  in  
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the  event  should  all  participate  in  a  walk-­‐‑through  several  days  ahead  of  time.  This  allows  the  events  
team  time  to  address  any  issues  that  may  arise  before  the  day  of  the  event.    
Lastly,  after  the  event  is  over  it  is  important  to  collect  an  event  “scrapbook”  with  useful  information  
from  the  event  that  could  help  in  the  planning  process  for  next  year’s  event.  In  addition  to  getting  
feedback  from  the  event  attendees,  it  is  helpful  for  the  event  planner  to  note  and  list  what  went  wrong  
and  what  could  be  done  differently  next  year.  
These  three  takes  on  different  methods  for  planning  an  event  have  similar  aspects,  but  are  very  distinct.  
Dowson  (2015)  has  a  very  clear  outline  of  how  to  plan  an  event.  Kilkenny  (2006)  has  a  more  ambiguous  
approach  that  is  not  as  clear.  Somerville  (1995)  takes  a  more  issue-­‐‑resolving  approach  that  helps  to  
understand  where  problems  could  arise  during  the  event.  This  proves  that  while  what  needs  to  be  done  
for  an  event  is  fairly  similar,  there  are  many  different  approaches.  
Martensen  (2007)  focuses  on  the  effect  emotions  have  on  a  potential  event  attendee’s  attitude  towards  
an  event.  Consumers  in  today’s  market  are  considered  to  be  emotionally  acting  consumers,  leading  to  a  
growth  in  the  use  of  creative  and  emotional  marketing  communication  tools.  These  emotions  can  either  
elicit  a  positive  or  negative  attitude  towards  the  product  (or  in  this  case,  event).    
A  potential  participant’s  involvement  in  the  advertising  has  a  direct  influence  on  their  emotion  and  
attitude  towards  the  event.  Close  (2009)  studies  how  a  person’s  self-­‐‑congruity  with  a  brand  or  event  
can  influence  their  eagerness  to  attend.  The  study  suggested  that  the  more  knowledge  the  potential  
event  attendee  has  about  the  event  sponsor,  the  more  impact  this  will  have  on  their  self-­‐‑congruity.  
With  an  increased  self-­‐‑congruity,  the  potential  event  attendee  will  be  more  entertained  by  the  event  
and  have  a  better  attitude  towards  the  event.  This  leads  to  the  conclusion  that  the  more  a  potential  
participant  is  engaged  in  humanistic  bonding  marketing,  the  more  likely  they  will  desire  to  attend  the  
event.  
Nicholson  (2010)  believes  that  by  integrating  social  media  into  event  strategies,  the  event  will  be  more  
successfully  marketed.  Social  media  can  be  used  to  facilitate  a  shared  experience  for  event  attendees  as  
well  as  those  who  might  not  have  been  able  to  attend  the  event.  By  encouraging  event  attendees  to  
participate  on  social  media  about  the  event,  they  are  able  to  interact  with  one  another  prior  to  the  event  
as  well  as  encourage  others  in  the  industry  to  register  and  attend  the  event.  Participants  are  expecting  
to  be  engaged  and  inspired  by  an  event  and  this  starts  with  their  first  interactions  concerning  the  event.  
Messages  about  the  event  should  be  communicated  through  a  variety  of  integrated  media  platforms  to  
successfully  engage  attendees  and  to  have  an  effective  event.  
The  purpose  of  this  paper  will  be  to  create  a  step-­‐‑by-­‐‑step  guide  for  planning  and  advertising  the  Ohio  
Student  Government  Summit.  This  conference  attracts  a  very  specific  group  of  attendees:  college  
students  involved  in  student  government  across  the  state  of  Ohio.  Using  the  experience  and  knowledge  
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of  the  researched  mentioned  above,  this  paper  will  bring  to  light  what  these  attendees  like  and  dislike  
at  a  conference,  the  most  successful  want  to  market  and  promote  the  event,  and  the  process  of  planning  
a  well-­‐‑run  event.  
Method 
The  agenda  and  elements  of  the  summit  were  curated  with  four  objectives  in  mind:    
1. Connect  student  government’s  from  across  the  state  of  Ohio.  
2. Increase  attendees’  knowledge  of  the  structure  and  functions  of  various  student  governments.  
3. Increase  attendees’  confidence  in  discussion  student  government.  
4. Increase  attendees’  understanding  of  the  operation  and  purpose  of  student  government.  
Pointed  questions  were  asked  on  the  pre-­‐‑  and  post-­‐‑event  surveys  to  effectively  measure  the  success  of  
the  event  elements  in  achieving  these  objectives.    
Objective One 
There  were  two  key  elements  built  in  to  the  event  agenda  to  help  facilitate  the  connection  of  attendees  
from  the  various  student  governments  to  one  another.  The  lunch  at  the  conference  was  simply  a  lunch.  
There  was  no  keynote  speaker  or  activity  that  occurred  simultaneously  as  it  was  meant  to  encourage  
conversations  between  schools.  Previously,  the  keynote  speaker  presented  during  lunch,  leaving  little  
to  no  time  in  the  agenda  for  networking.  With  an  open  lunch,  there  was  more  time  available  for  
students  to  network  with  one  another.  Secondly,  the  breakout  sessions  were  to  be  run  in  a  discussion-­‐‑
based  format.  This  was  done  to  continue  to  help  foster  conversations  between  the  various  attendees,  as  
they  were  encouraged  to  speak  to  specific  examples  within  their  respective  roles.  
Objective Two 
To  increase  the  attendees’  knowledge  of  the  structure  and  functions  of  various  student  governments,  a  
new  portion  of  the  agenda  was  created:  the  school  introductions  and  presentations.  This  45-­‐‑minute  
segment  was  an  opportunity  for  one  representative  from  each  of  the  schools  to  present  and  share  how  
their  student  government  runs  and  operates.  One  representative  was  contacted  prior  to  the  event  to  
prepare  and  submit  a  slide  to  be  included  in  the  presentation.  The  intent  was  for  all  attendees  to  gain  a  
better  understanding  for  how  different  student  governments  operate,  what  does  and  doesn’t  work,  and  
the  functionality  of  the  various  positions.  
Objective Three 
Based  on  the  feedback  from  the  previous  event,  attendees  noted  that  they  would  like  to  have  more  time  
to  interact  with  one  another,  so  the  entire  summit  was  planned  with  discussion  in  mind.  The  summit  
ended  with  the  round  table  discussion  in  the  hopes  that  at  that  point  in  the  day,  attendees  would  have  
become  more  comfortable  with  one  another  and  perhaps  be  inspired  by  something  they  learned  in  the  
keynote  presentation  or  breakout  sessions  thus  making  them  more  likely  to  share.  The  day  was  built  to  
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slowly  increase  the  amount  of  participation  asked  of  the  attendees  so  as  to  increase  their  confidence  in  
discussion  student  government  and  student  government  related  matters.    
Objective Four 
In  order  to  increase  attendees’  understanding  of  the  operation  and  purpose  of  student  government,  
there  were  four  educational  breakout  sessions  offered.  These  breakout  sessions  were  curated  in  order  
to  help  attendees  develop  their  knowledge  and  skill  set  for  specific  practices  within  student  
government.  For  instance,  there  was  a  breakout  session  all  about  best  practices  for  interacting  with  
administrators.  It  helped  attendees  to  identify  and  communicate  with  the  decision-­‐‑makers  on  their  
campus  and  how  these  positive  relationships  can  lead  to  instituting  positive  change.  
Results 
In  the  pre-­‐‑  and  post-­‐‑event  surveys,  four  questions  were  included  to  determine  the  success  of  the  four  
event  objectives.  These  questions  include:  
1. How  many  other  student  governments  do  you  feel  connected  to?  
2. On  a  scale  of  1-­‐‑5,  5  being  the  highest,  rank  your  knowledge  of  student  government.  
3. On  a  scale  of  1-­‐‑5,  5  being  the  highest,  rank  your  confidence  in  discussing  student  government.  
4. On  a  scale  of  1-­‐‑5,  5  being  the  highest,  rank  your  understanding  of  the  operation  and  purpose  of  
student  government.  
From  the  results  of  the  post-­‐‑event  survey,  it  can  be  concluded  that  the  Ohio  Student  Government  
Summit  was  successful  in  completing  its  goals  of  connected  students  involved  in  student  government,  
increasing  knowledge  of  student  government,  increasing  confidence  in  discussion  student  government,  
and  increasing  the  understanding  of  the  operation  and  purpose  of  student  government.  
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Objective One 
  
The  first  objective  of  this  event  was  to  increase  the  feeling  of  connectivity  between  different  schools’  
student  governments.  It  is  evident  that  the  event  was  successful  in  connecting  members  of  various  
student  governments.  Before  the  event,  75%  of  survey  responders  felt  connected  to  one  or  none  other  
student  governments.  After  the  event,  64.2%  of  survey  responders  felt  connected  to  two  to  ten  other  
student  governments.    
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Objective Two 
  
The  second  event  objective  was  to  increase  the  attendees’  knowledge  of  the  structure  and  functions  of  
various  student  governments.  The  data  from  the  pre-­‐‑event  to  post-­‐‑event  surveys  shows  a  significant  
increase  in  attendees’  general  knowledge  of  student  government.  Before  the  event,  56.3%  of  event  
attendees  ranked  their  knowledge  of  student  government  at  a  two  or  three  on  a  scale  of  five.  After  the  
event,  84.6%  of  event  attendees  ranked  their  knowledge  of  student  government  at  a  four  or  five  on  a  
scale  of  five.  
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Objective Three 
  
The  third  objective  of  this  event  was  to  increase  the  attendees’  comfort  level  in  participating  in  
discussing  student  government.  Attendees’  confidence  in  discussing  student  government  also  saw  a  
significant  increase  because  of  this  event.  Before  the  event,  62.5%  of  survey  responders  rated  their  
confidence  at  a  three  on  a  scale  of  five.  After  the  event,  81.1%  of  survey  responders  rated  their  
confidence  at  a  four  or  five  on  a  scale  of  five.  
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Objective Four 
  
The  fourth  event  objective  was  to  increase  the  attendees’  understanding  of  the  operation  and  purpose  
of  student  government  not  only  on  their  campus,  but  all  college  campuses.  Attendees’  understanding  
of  student  government  operation  and  purpose  saw  a  general  increase  because  of  this  event.  Before  the  
event,  37.5%  of  survey  respondents  ranked  their  understanding  at  a  three  on  a  scale  of  five.  After  the  
event,  84.7%  of  survey  respondents  ranked  their  understanding  at  a  four  or  five  on  a  scale  of  five.  
Discussion 
Suggestions for Future Events 
Promote the Event More Prior to the Event Registration 
In  order  to  increase  the  number  of  attendees,  promoting  the  event  consistently  and  prior  to  the  opening  
of  event  registration  will  help.  Save  the  date  postcards  were  an  addition  to  the  promotion  of  the  2016  
event,  but  the  post  cards  should  have  been  sent  out  earlier  than  a  month  before  registration  opened.    
The  more  the  event  is  promoted  in  a  variety  of  mediums,  the  more  attendees  there  will  be.  Mailing  
materials,  e-­‐‑mailing  materials,  and  posting  materials  online  are  three  great  ways  to  disseminate  
information  about  the  event,  but  more  needs  to  be  done  on  social  media  and  other  mediums  to  simply  
promote  the  benefits  to  coming  to  this  event.  
Registration Timeline 
Keeping  registration  open  longer  may  have  also  allowed  for  more  attendees  to  have  the  chance  to  
register.  Most  student  governments  have  to  go  through  a  budget  request  process  to  be  able  to  pay  for  
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their  registration  as  well  as  coordinating  representatives  from  their  school  to  come.  On  the  other  hand,  
if  interested  schools  have  too  much  time  to  register  it  is  likely  that  registration  may  be  forgotten.  
Consistently  following  up  with  schools  about  an  impending  registration  deadline  is  a  great  way  to  
motivate  their  registration  submission.  
The  deadline  for  the  registration  should  be  well  within  two  weeks  to  the  date  of  the  conference.  
Currently,  the  payment  for  the  summit  covers  the  cost  of  attending  (shirt,  lunch,  material  costs,  etc.).  
Eventually,  the  event  registration  fee  could  be  increased  so  that  Undergraduate  Student  Government  is  
able  to  make  money  off  the  event.  This  event  does  not  require  attendees  to  stay  in  a  particular  hotel  nor  
does  it  offer  a  discounted  group  rate  at  local  hotels,  thus  attrition  and  damage  clauses  do  not  need  to  be  
considered  in  the  timeline.  
Breakout Session Format 
The  format  for  breakout  sessions  needs  to  allow  for  more  discussion  time.  It  should  not  be  a  facilitator  
lecturing  for  the  entire  hour  as  that  is  not  what  this  group  is  expecting  nor  what  they  respond  to.  They  
want  to  be  able  to  openly  discuss  with  their  peers  what  other  universities  do  and  are  like  in  order  to  
come  up  with  ideas  to  better  improve  their  own  university.  
One  solution  would  be  to  have  the  rooms  set  be  more  conducive  to  group  discussions,  such  as  a  circle  
of  chairs  rather  than  classroom  style  seating.  The  room  set  still  needs  to  work  with  the  content  and  
intent  of  the  breakout  session,  but  the  more  comfortable  the  group  of  attendees  are,  the  more  likely  
they  will  be  to  open  up  and  share  with  one  another.  
Ohio Round Table Discussion Format 
The  format  for  the  Ohio  Round  Table  Discussion  could  have  allowed  for  more  contributive  
conversations  if  each  table  had  the  opportunity  to  discuss  each  proposed  topic  amongst  them  and  then  
major  ideas  were  then  presented  to  the  larger  group.  This  would  work  best  if  students  were  assigned  a  
seat  at  each  table  so  there  would  be  different  schools  represented  at  each  table.  There  should  be  a  
facilitator  at  every  table  to  help  with  the  flow  of  the  discussion.  The  facilitator  should  either  be  a  
University  of  Akron  student  representative,  or  a  previously  identified  professor  or  professional.  
Networking Opportunities 
If  there  were  time  in  the  agenda  and  enough  money  in  the  budget,  a  welcome  breakfast  or  reception  
would  be  a  great  networking  opportunity  for  the  attendees.  The  agenda  for  the  2016  event  was  very  
full  and  offered  little  time  in  between  sessions  or  even  during  sessions  to  allow  attendees  to  talk  with  
one  another  and  make  meaningful  connections.  Adding  time  into  the  agenda  specifically  for  
networking  would  help  attendees  to  gain  more  insight  into  the  projects  of  other  student  governments  
in  the  hopes  of  creating  bigger  and  better  ideas  themselves.  
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Event Purpose 
The  Ohio  Student  Government  Summit  serves  a  few  purposes,  but  
first  and  foremost  it  is  an  event  to  connect  student  government’s  
from  across  the  state  of  Ohio.  The  event  hopes  to  build  and  foster  
growth  in  both  the  individuals  present  as  well  as  in  each  school’s  
student  government.  While  planning  the  2016  event,  four  key  
objectives  were  kept  in  mind:  
1. Connect  student  government’s  from  across  the  state  of  Ohio.  
2. Increase  attendees’  knowledge  of  the  structure  and  
functions  of  various  student  governments.  
3. Increase  attendees’  confidence  in  discussion  student  
government.  
4. Increase  attendees’  understanding  of  the  operation  and  
purpose  of  student  government.  
It  was  with  these  goals  in  mind  that  the  purpose  of  the  event  and  
event  agenda  began  to  develop.    
Event History 
The  2016  Ohio  Student  Government  Summit  was  the  second  of  its  
kind.  The  first  summit  took  place  on  February  28,  2015  at  InfoCision  
Stadium.  55  schools  were  invited  and  8  schools  attended.  There  
were  approximately  50  total  attendees.  The  agenda  consisted  of  
breakout  sessions,  a  keynote  speaker  over  lunch,  and  a  roundtable  
discussion.  
Previously,  the  Ohio  Student  Government  Summit  was  attempted,  
but  had  no  schools  register  to  attend  and  had  to  be  cancelled.  The  
administration  of  the  2014-­‐‑2015  Undergraduate  Student  
Government  worked  to  put  the  concept  of  hosting  a  conference  
together,  but  did  not  have  the  time  or  personnel  to  successfully  
implement  their  plans.  
While  the  2015  event  was  much  more  successful  than  the  attempted  
2014  event,  there  was  plenty  of  room  for  this  summit  to  grow,  both  
in  the  number  of  attendees  and  the  quality  of  content.  The  
following  plans  were  put  in  place  to  continue  the  growth  and  
development  of  this  event.    
Schools in 
Attendance at 
the 2016 Ohio 
Student 
Government 
Summit 
•  •  •  
The  University  of  Akron  
Baldwin  Wallace  
University  
Case  Western  Reserve  
University  
Cleveland  State  
University  
Kent  State  University  
Kettering  University  
Marietta  College  
Ohio  University  
University  of  Toledo  
The  College  of  Wooster  
Youngstown  State  
University  
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Pre-Conference Planning 
 
To-Do List 
¨ Plan  out  a  budget  
¨ Set  date  for  the  event  
¨ Find  a  location  and  book  event  space  
o Determine  the  best  set  up  for  each  room  
¨ Put  together  a  planning  committee  
¨ Develop  a  social  media  plan  
¨ Update  contact  information  grid  
¨ Submit  a  marketing  request  for  the  Save  the  Dates  
¨ Send  finished  Save  the  Dates  to  the  printer  
¨ Mail  out  Save  the  Dates  to  invited  schools  
¨ Develop  and  pre-­‐‑event  and  post-­‐‑event  survey  
¨ Develop  an  agenda  
o Determine  breakout  session  topics  
o Determine  keynote  speaker  topic  
o Determine  round  table  discussion  topics  
¨ Contact  possible  breakout  session  facilitators  and  keynote  speakers  
¨ Submit  a  marketing  request  for  the  agenda  
¨ Send  finished  agenda  to  the  printer  
¨ Set  up  the  registration  website  
¨ Send  out  registration  invitation  e-­‐‑mails  
¨ Send  registration  confirmation  and  event  details  e-­‐‑mails  
¨ Conduct  registration  reminder  calls  
¨ Send  out  registration  reminder  e-­‐‑mails  
o Once  before  price  increase  
o Once  before  final  registration  deadline  
¨ Order  merchandise  and  materials  
¨ Submit  food  and  beverage  order  
¨ Work  through  any  additional  day-­‐‑of  details  
o Conference  photo  booth  
o Volunteer  assignments  
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Budget 
The  budget  for  the  event  was  $2,000  given  that  the  registration  fee  was  expected  to  cover  most  event  
costs  (see  Appendix  Document  H).  Initially,  staying  within  this  budget  was  hard  to  do  because  the  cost  
of  lunch  for  75  people  was  higher  than  anticipated  and  forecasting  the  money  coming  in  from  
registration  was  not  reliable.  Due  to  the  generosity  of  Dr.  Messina,  the  cost  of  lunch  for  this  event  was  
covered  by  his  department’s  budget  and  the  actual  spending  costs  came  in  well  under  budget.  
Date and Location 
The  location  of  this  event  has  always  been  on  The  University  of  Akron’s  campus.  The  2015  event  was  
held  on  the  fifth  floor  of  the  InfoCision  building.  This  was  a  unique  venue,  but  was  isolating  to  event  
attendees  that  may  have  enjoyed  seeing  more  of  campus.  The  2016  event  was  held  on  the  third  floor  of  
the  Student  Union.  This  location  worked  well  because  of  the  ease  of  access  to  general  session  event  
space  as  well  as  breakout  session  space.  The  setup  of  the  Student  Union  also  allowed  event  attendees  
an  opportunity  to  explore,  get  some  coffee,  and  stretch  their  legs  in  between  sessions.  
The  date  of  this  event  was  decided  upon  by  the  event  planner,  USG  advisors,  and  USG  President  and  
Vice  President  based  on  the  availability  of  event  key  players  and  space  in  the  desired  building.  The  
date  was  set  by  September  of  2015  in  order  to  allow  for  adequate  planning  and  promoting  of  the  event.  
As  soon  as  the  event  key  players  are  established,  the  date  of  this  event  should  be  set.  
Planning Committee 
An  Executive  Order  written  by  the  USG  President  established  an  official  event  planning  committee  and  
committee  chair  (the  previously  decided  event  planner).  The  committee  of  ten  students  worked  
together  to  develop  the  event’s  structure  and  content.  The  committee  chair  and  event  planner  delegated  
tasks  such  as  registration  reminder  calls,  event  set-­‐‑up,  and  social  media  promotion  to  members  of  this  
committee.  All  decisions  for  the  event  were  run  through  this  committee  to  ensure  the  best  plan  of  
action  was  being  created  and  minimal  mistakes  would  be  made.  
Social Media 
The  official  Ohio  Student  Government  Summit  Twitter  is  @OSGS_UA.  To  encourage  more  schools  to  
register,  the  Twitter  account  was  run  to  promote  the  event  and  remind  schools’  of  upcoming  deadlines.  
The  account  followed  official  student  government  accounts  of  invited  schools  to  gain  followers.  
Save the Dates 
The  Save  the  Date  postcards  were  designed  by  a  student  in  Student  Union  Marketing  and  printed  by  
University  Printing.  The  purpose  of  the  Save  the  Date  postcard  was  to  promote  the  event  and  raise  
awareness  to  student  governments  at  52  universities  across  the  state  of  Ohio.  The  postcards  were  
mailed  out  in  mid-­‐‑November,  approximately  two  weeks  before  the  event  registration  opened.  
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Survey Questions 
Pre  event  survey  questions  were  developed  based  on  the  goals  and  objectives  of  the  event  as  well  as  to  
gather  basic  information  about  the  event  attendees  and  set  a  baseline  to  draw  conclusions  from  (see  
Appendix  Document  E).  Post  event  survey  questions  were  developed  based  on  the  content  of  the  event  
as  well  as  the  goals  and  objectives  (see  Appendix  Document  F).  It  was  meant  to  measure  the  event  
attendees’  satisfaction  with  the  event  as  a  whole  as  well  as  the  many  components  of  the  event.  
Agenda 
The  official  event  agenda  and  save  the  date  post  card  were  created  by  Student  Union  Marketing  and  
then  printed  by  University  Printing.  For  material  creation,  a  minimum  of  three  weeks  needs  to  be  given  
to  the  designer.  There  is  a  form  on  OrgSync  to  submit  a  marketing  request.  For  material  printing,  a  
minimum  of  three  days  needs  to  be  given  to  the  printer.  Eric  Ryan  (eer7@uakron.edu)  in  Printing  
Services  can  give  you  a  quote  and  process  your  order.  
Breakout Session Topics 
Breakout  session  topics  were  developed  to  educate  on  a  topic  and/or  build  skills  for  attendees.  Topics  
were  based  on  current  trends  and  issues  facing  members  of  student  governments  on  college  campus.  
Presentations  were  further  developed  by  the  breakout  session  facilitator  and  event  planner  in  order  to  
help  stay  on  track  and  to  achieve  the  goals  of  the  conference.  
Keynote Speaker Topic  
The  keynote  speaker’s  topic  was  left  to  the  discretion  of  the  keynote  speaker  with  the  guideline  of  being  
motivational  to  an  already  highly  motivated  group  of  established  campus  leaders.  The  topic  was  
further  developed  by  the  event  planner  and  keynote  speaker  to  ensure  it  fit  the  needs  and  mission  of  
the  event.  
Ohio Round Table Discussion Topics 
Discussion  topics  were  developed  from  relevant  issues  public  universities  seem  to  be  facing  (see  
Appendix  Document  D).  Input  was  given  by  the  Ohio  Student  Government  Association  to  guide  the  
conversation  in  being  impactful  and  applicable.  
Booking Speakers 
Two  options  for  breakout  session  speakers  were  determined  to  best  fit  the  proposed  content  for  each  
session.  If  the  first  choice  for  a  speaker  was  unable  or  uninterested,  the  second  option  was  contacted.  
Speakers  were  contacted  at  least  two  months  prior  to  the  event.  No  breakout  session  speaker  was  
compensated  for  his  or  her  facilitation.  
The  keynote  speaker  was  contacted  through  members  of  USG  that  may  have  already  been  connected  to  
that  person  in  order  to  create  a  more  personalized  approach.  Keynote  speaker  was  asked  to  volunteer  
their  time.  
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Registration Invitation 
The  official  event  registration  invitation  was  sent  out  via  e-­‐‑mail  in  mid-­‐‑January.  Early  registration  with  
a  discounted  registration  fee  of  $25  ended  January  31st  and  general  registration  with  a  registration  fee  of  
$30  ended  February  5th.  
Registration Website 
The  registration  website  is  run  through  an  e-­‐‑commerce  site  platform  that  is  managed  by  Anthony  
Serpette  and  Erica  Hamner.  Anthony  manages  the  content  and  usage  of  the  site  while  Erica  manages  
the  distribution  of  the  funds  collected  to  the  correct  account.  This  site  needs  to  be  requested  every  year  
and  can  be  done  through  an  OrgSync  form.  Anthony  should  be  contacted  to  updated  any  information  
fields,  price,  or  event  information  on  the  site.  Erica  should  be  contacted  to  ensure  the  funds  are  being  
directed  to  the  USG  SAF  account.  It  should  also  be  noted  that  the  link  to  the  registration  website  
changes  after  being  clicked  on  and  cannot  be  copied  from  the  URL  box  once  on  the  page.  The  correct  
link  to  use  is:  https://commerce.cashnet.com/UAUSG.  
Registration Confirmation and Event Details 
Once  a  registration  for  an  attendee  or  group  of  attendees  was  processed,  the  event  planner  would  send  
a  registration  confirmation  e-­‐‑mail  that  included  important  event  details  as  well  as  a  link  to  the  pre-­‐‑
event  survey.  The  event  details  contained  a  general  event  agenda,  parking  information,  and  directions.  
Registration Reminder Calls 
Once  the  official  registration  invitation  was  sent  out,  members  of  the  conference  planning  committee  
made  calls  to  school  representatives  encouraging  them  to  register.  They  were  also  encouraged  to  
answer  any  questions  the  potential  attendee  may  have  had  about  the  event.  
Registration Reminder E-mails 
Registration  reminder  e-­‐‑mails  were  sent  out  twice.  One  reminder  was  sent  out  before  the  discounted  
registration  cost  would  increase.  Another  reminder  was  sent  out  before  the  general  registration  closed.  
A  few  schools  missed  the  general  registration  deadline,  but  contacted  the  event  planner  quick  enough  
that  they  were  permitted  to  register  for  the  event.  
Merchandise and Materials 
T-­‐‑shirts  and  padfolios  were  ordered  through  Consolidus,  the  University  approved  vendor.  The  
artwork  on  file  (OSGS  logo)  was  used  to  create  the  t-­‐‑shirts  and  the  padfolios  (see  Appendix  Document  
G).    
Food and Beverage Order 
University  Catering  was  the  chosen  caterer  for  this  event.  The  registration  fee  for  attendees  covered  one  
meal:  lunch.  In  addition  to  providing  a  hot,  buffet  lunch  to  attendees,  morning  snacks  were  also  
provided  upon  attendees’  arrivals.  Breakfast  snacks  included:  mini  muffins,  mini  donuts,  assorted  
juices,  and  water  (see  Appendix  Document  B).  The  lunch  buffet  included  a  house  mixed  greens  salad  
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with  assorted  dressings,  rolls  and  butter,  grilled  chicken  breasts,  vegetarian  lasagna,  green  beans,  
macaroni  and  cheese,  cookies  and  brownies,  and  assorted  sodas  and  bottle  waters  (see  Appendix  
Document  C).  The  lunch  price  was  discounted  to  the  student  organization  pricing  and  was  ordered  for  
75  attendees.  This  provided  plenty  of  food.  In  future,  vegetarian  options  do  not  need  to  be  ordered  for  
the  entire  group,  but  should  be  representative  of  the  number  of  vegetarian  attendees.     
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Day-of Conference Planning 
  
To-Do List 
¨ Create  a  working  agenda  
o Distribute  it  to  key  event  players  
¨ Delegate  set  up  tasks  to  volunteers  
¨ Set  up  registration  table  
¨ Put  out  proper  signage  for  rooms  
¨ Set  out  materials  in  general  session  room  
¨ Set  up  photo  booth  
¨ Double  check  room  sets  
¨ Ensure  all  projectors  and  computers  are  working  
¨ Go  over  food  order  with  banquet  manager  
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Working Agenda 
The  working  agenda  was  meant  to  ensure  everyone  involved  in  the  day-­‐‑of  execution  were  informed  of  
what  was  happening  and  when.  The  first  page  detailed  basic  information  about  the  event:  date,  
location,  onsite  contacts,  food  and  beverage  contact/information,  and  any  attendee  allergies.  The  
following  pages  were  a  detailed  itinerary  for  the  day.  Every  aspect  of  the  agenda  was  accounted  for  –  
how  the  room  should  be  set,  food  and  beverage  that  should  be  in  the  room,  and  any  other  details  
pertaining  to  the  specific  event  occurring  in  the  room.    
Registration Table 
Two  committee  members  manned  the  registration  table  on  the  day-­‐‑of  the  event.  At  the  registration  
table,  attendees  would  receive  their  name  badges  and  padfolio.  The  name  badges  had  their  name,  
position,  and  school  on  them  as  well  as  the  OSGS  logo.  The  padfolios  were  stuffed  with  an  agenda,  
post-­‐‑event  survey,  and  contact  card  that  they  were  later  asked  to  turn  in.    
Room Signage 
Outside  every  room  that  was  being  used  was  the  name  of  the  session  and  the  room  number.  These  
were  printed  in  house  with  the  OSGS  logo  and  branding  applied  to  them,  but  were  important  to  
ensuring  attendees  knew  they  were  entering  the  correct  room.  Student  Union  Ops  provided  the  stands  
and  boards  that  the  signs  were  posted  on.     
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Post-Conference Evaluation 
The  evaluation  of  this  event  comes  from  the  survey  results  as  well  as  the  general  comments  and  
feedback  from  event  attendees  and  planners.  Debriefing  after  the  event  allowed  the  group  to  recognize  
what  worked  well  and  what  needs  improved  for  the  next  year.  
Event Survey Results 
How many other student governments do you feel connected to? 
It  is  evident  that  the  event  was  successful  in  connecting  members  of  various  student  governments.  
Before  the  event,  75%  of  survey  responders  felt  connected  to  one  or  none  other  student  governments.  
After  the  event,  64.2%  of  survey  responders  felt  connected  to  two  to  ten  other  student  governments.    
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On a scale of 1-5, 5 being the highest, rank your knowledge of student government. 
  
The  data  from  the  pre-­‐‑event  to  post-­‐‑event  surveys  shows  a  significant  increase  in  attendees’  general  
knowledge  of  student  government.  Before  the  event,  56.3%  of  event  attendees  ranked  their  knowledge  
of  student  government  at  a  two  or  three  on  a  scale  of  five.  After  the  event,  84.6%  of  event  attendees  
ranked  their  knowledge  of  student  government  at  a  four  or  five  on  a  scale  of  five.  
On a scale of 1-5, 5 being the highest, rank your confidence in discussing student 
government. 
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Attendees’  confidence  in  discussing  student  government  also  saw  a  significance  increase  because  of  
this  event.  Before  the  event,  62.5%  of  survey  responders  rated  their  confidence  at  a  three  on  a  scale  of  
five.  After  the  event,  81.1%  of  survey  responders  rated  their  confidence  at  a  four  or  five  on  a  scale  of  
five.  
On a scale of 1-5, 5 being the highest, rank your understanding of operation and purpose 
of student government. 
  
Attendees’  understanding  of  student  government  operation  and  purpose  saw  a  general  increase  
because  of  this  event.  Before  the  event,  37.5%  of  survey  respondents  ranked  their  understanding  at  a  
three  on  a  scale  of  five.  After  the  event,  84.7%  of  survey  respondents  ranked  their  understanding  at  a  
four  or  five  on  a  scale  of  five.  
From  the  results  of  the  post-­‐‑event  survey,  it  can  be  concluded  that  the  Ohio  Student  Government  
Summit  was  successful  in  completing  its  goals  of  connected  students  involved  in  student  government,  
increasing  knowledge  of  student  government,  increasing  confidence  in  discussion  student  government,  
and  increasing  the  understanding  of  the  operation  and  purpose  of  student  government.     
0	
2	
4	
6	
8	
10	
12	
14	
1	 2	 3	 4	 5	
Pre-­‐‑Event	
Post-­‐‑Event	
Ohio  Student  Government  Summit  Planning    
•  •  •  
•  •  •  
Reference  Documents    27  
Reference Documents 
Table of Contents 
Document  A  –  Ohio  Student  Government  Summit  Event  Agenda  ...............................................................  28  
Document  B  –  University  Catering  Invoice,  Breakfast  ....................................................................................  29  
Document  C  –  University  Catering  Invoice,  Lunch  .........................................................................................  30  
Document  E  –  Pre  Event  Survey  .........................................................................................................................  34  
Document  F  –  Post  Event  Survey  ........................................................................................................................  35  
Document  G  –  Consolidus  Invoice  .....................................................................................................................  39  
Document  H  –  Budget  ..........................................................................................................................................  40  
Document  I  –  Executive  Order  Establishing  Conference  Committee  ...........................................................  41  
Document  J  –  Save  the  Date  Postcard  ................................................................................................................  42  
Document  K  –  Registration  Invitation  E-­‐‑mail  ...................................................................................................  43  
Document  L  –  Registration  Reminder  Call  Suggested  Script  .........................................................................  44  
Document  M  –  School  Contact  Information  List  ..............................................................................................  45  
Document  N  –  Registration  Reminder  E-­‐‑mail  Example  ..................................................................................  46  
Document  O  –  Registration  Confirmation  E-­‐‑mail  ............................................................................................  47  
Document  P  –  Registration  Website  ...................................................................................................................  48  
Document  Q  –  Working  Agenda  ........................................................................................................................  49  
  
     
Ohio  Student  Government  Summit  Planning    
•  •  •  
•  •  •  
Reference  Documents    28  
Document A – Ohio Student Government Summit Event Agenda 
  
  
Ohio  Student  Government  Summit  Planning    
•  •  •  
•  •  •  
Reference  Documents    29  
Document B – University Catering Invoice, Breakfast 
  
     
Ohio  Student  Government  Summit  Planning    
•  •  •  
•  •  •  
Reference  Documents    30  
Document C – University Catering Invoice, Lunch 
  
     
Ohio  Student  Government  Summit  Planning    
•  •  •  
•  •  •  
Reference  Documents    31  
Document D – Round Table Discussion Topics
  
Ohio  Student  Government  Summit  Planning    
•  •  •  
•  •  •  
Reference  Documents    32  
Ohio  Student  Government  Summit  Planning    
•  •  •  
•  •  •  
Reference  Documents    33  
     
Ohio  Student  Government  Summit  Planning    
•  •  •  
•  •  •  
Reference  Documents    34  
Document E – Pre Event Survey 
  
     
Ohio  Student  Government  Summit  Planning    
•  •  •  
•  •  •  
Reference  Documents    35  
Document F – Post Event Survey
 
Ohio  Student  Government  Summit  Planning    
•  •  •  
•  •  •  
Reference  Documents    36  
Ohio  Student  Government  Summit  Planning    
•  •  •  
•  •  •  
Reference  Documents    37  
Ohio  Student  Government  Summit  Planning    
•  •  •  
•  •  •  
Reference  Documents    38  
     
Ohio  Student  Government  Summit  Planning    
•  •  •  
•  •  •  
Reference  Documents    39  
Document G – Consolidus Invoice
  
Ohio  Student  Government  Summit  Planning    
•  •  •  
•  •  •  
Reference  Documents    40  
Document H – Budget 
  
    
Ohio  Student  Government  Summit  Planning    
•  •  •  
•  •  •  
Reference  Documents    41  
Document I – Executive Order Establishing Conference Committee 
 
    
Ohio  Student  Government  Summit  Planning    
•  •  •  
•  •  •  
Reference  Documents    42  
Document J – Save the Date Postcard 
  
    
Ohio  Student  Government  Summit  Planning    
•  •  •  
•  •  •  
Reference  Documents    43  
Document K – Registration Invitation E-mail 
  
    
Ohio  Student  Government  Summit  Planning    
•  •  •  
•  •  •  
Reference  Documents    44  
Document L – Registration Reminder Call Suggested Script 
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Name of Event Ohio Student Government Summit 
Event Date Saturday, February 13 
Event Planner Megan Bodenschatz, Chief of Staff  
Mobile:  330-936-2926 
Email: USGChiefOfStaff@uakron.edu 
Onsite Contacts Megan Bodenschatz 
Kelly Lauck 
Anne Bruno 
Event Parking Parking is complimentary; Parking and Transportation Services 
agreed not to ticket Schrank Deck and South Deck. 
Meeting Location The University of Akron Student Union, Third Floor 
Meeting Rooms ● Meeting Room: SU 312, Ballrooms 
● Lunch: SU Ballrooms 
● Breakout Sessions: SU 310, 312, 314 
Food & Beverage University Catering 
Food & Beverage 
Contact 
Jessie Woodyard 
University of Akron Catering 
Conference Coordinator 
330-972-2370 
jeb84@uakron.edu 
Allergies 
  
  
  
● Alexis Tartaglia, Gluten free 
● Ryan Balash, Coconut 
● Zachary Goodman, Lactose Intolerant 
● Michael Johnson, Dairy 
● Logan Stark, Cinnamon 
● William Johnson, Eggs and Nuts 
● Aeisha Kangan, Vegetarian 
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Saturday, February 13 
  
8:30 AM - 9:30 AM Members Arrive 
Location:​ Room 312 
Tasks to be Completed 
● Set-up registration table 
● Build photobooth 
● Blow up balloons 
● Set out padfolios and water bottles 
● Test PowerPoint 
● Run Twitter Livestream 
● Greeters Assigned 
○ 8 people 
○ 2 at each location 
 
9:15 AM - 9:20 AM Team Meeting 
Location:​ Room 312 
Megan will run through the expectations for the day 
Report to posts afterwards 
 
9:30 AM - 10:00 AM Check-In and Registration 
Location:​ Third Floor Concourse 
Set:​ Table with two chairs 
● Registration list 
● Padfolios 
● Name tags 
● Sign board hanging above table 
● Aaron Baumgardner 
● Felicia Rosin 
F&B:​ Set by 9:30am in room 312 
● 3 dozen assorted mini muffins 
● 3 dozen donuts 
● 40 assorted juices 
 
Photobooth 
Location:​ Outside room 312 
Set:​ Table for props, pipe and drape 
● Props from SOuRCe 
● Kendra Taylor 
● Ryan Balash - iPad 
● Kelly Unger - Camera 
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Twitter Livestream 
Location:​ Room 312 
Set:​ Classroom 
● Computer 
● Screen and projector 
● Clicker 
● White board 
● Kelly Lauck - iPad 
 
10:00 AM - 10:15 AM Welcome 
Location:​ Room 312 
Set:​ Exisiting 
Speaker:​ Taylor Swift 
 
10:15 AM - 11:00 AM School Introductions and Presentations 
Location:​ Room 312 
Set:​ Existing 
Facilitator:​ Taylor Swift 
 
11:00 AM - 12:00 PM Keynote Speaker 
Location:​ Room 312 
Set:​ Existing 
Introduction:​ Felicia Rosin 
Speaker:​ Kevin Smith 
 
NOTE: ​Bethany Pierce will dismiss after Kevin Smith and explain 
that lunch in the ballrooms will follow breakout sessions. 
 
12:00 PM - 1:00 PM Hashtag 101 Breakout Session 
Location:​ Room 310 
Set:​ Classroom 
● Computer 
● Screen and projector 
● Clicker 
● Whiteboard 
● Sign board outside door on easel 
Facilitator:​ Jessica Bixby 
 
OITNB: Organization is the New Black Breakout Session 
Location:​ Room 314 
Set:​ Classroom 
● Computer 
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● Screen and projector 
● Clicker 
● Whiteboard 
● Sign board outside door on easel 
Facilitator:​ Anne Bruno 
 
1:00 PM - 2:00 PM Lunch 
Location:​ Ballrooms 
Set:​ 10 rounds of 8, tables for buffet line 
● Linens provided by University Catering 
● Computer 
● Screen and projector 
F&B:​ Set by 1:00pm 
● Grilled Chicken Breast 
● Vegetarian Lasagna 
● Green Beans 
● Macaroni and Cheese 
● House Mixed Greens Salad 
○ Assorted Dressings 
● Rolls and Butter 
● Cookies and Brownies 
 
NOTE: ​Megan Bodenschatz will dismiss after lunch and explain 
that 
the Ohio Roundtable Discussion will follow in the ballrooms. 
 
2:00 PM - 3:00 PM Administrators are People Too 
Location:​ Room 310 
Set:​ Classroom 
● Computer 
● Screen and projector 
● Clicker 
● Whiteboard 
● Sign board outside door on easel 
Facilitator:​ Dr. John Messina 
 
It’s Conflict-cated 
Location:​ Room 312 
Set:​ Classroom 
● Computer 
● Screen and projector 
● Clicker 
● Whiteboard and flip chart 
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● Sign board outside door on easel 
Facilitator:​ Dr. William Lyons 
 
3:00 PM - 4:30 PM Ohio Roundtable Discussion 
Location:​ Ballrooms 
Set:​ Existing 
● Buffet tables remain set 
● T-shirts handed out as people enter 
● Kendra Taylor 
● Ryan Balash 
Facilitator:​ Sterling Galehouse 
 
4:30 PM Closing Remarks 
Location:​ Ballrooms 
Set:​ Existing 
● Tables set outside doors 
● Thank you gifts set out 
○ USG Cup w/ sticky notepad, pencil, pen, candy 
● Aaron Baumgardner 
● Kelly Unger 
Speaker:​ Megan Bodenschatz 
